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Registering for a CityView Portal Account — EXISTING CONTRACTOR

BEFORE YOU BEGIN ..

e Make sure you use the email address associated with your contractor’s license to register.

e If you do not have the email associated with your contractor’s license, you will need your Licensee

Number (Contractor Number) that begins with LCC....

o There can only be one login for your business. If you have several employees who will need to access the
portal on behalf of your business they will need to use the company login you create.
e If you are a contractor not previously licensed with the City of Thornton, do not proceed. Please follow
the instructions for registering as a New Contractor. Those instructions are available under Portal Help.

1. Open aweb browser and in the navigation bar enter: https://cityviewportal.cityofthornton.net/

2. Select Register

City of Thornton
olorado

CityView Portal

CityView Portal

Sign In Pcr‘tal Home Property Search

3. Step 1: Create Account
A. Enter your Email Address

i. Make sure to use the company email address associated with your contractor’s license.
B. Create a Password, then retype that password under Confirm Password (minimum 8 characters)

C. Select Next Step: Contact Information

Step 1: Step 2:
Create Account Contact Information

Welcome to City of Thornton Portal Registration

" Please enter your email address and choose a password

Step 3:
Registration Complete

NOTE: The email address you enter is the email address that we will use to communicate with you regarding your account profile and services you request.

Email Address (this is your Login ID)* [fest. contractor@gmail.com

(A <]

It is important that you provide a valid, working email address
account. We will never sell or disclose your email address to anyone.

that you have access

to, as it must be verified before you can use your

d (min. 8 d )*|

Q

Confirm Password* | ..............

Cancel H Next Step: Contact Information?
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IF THE EMAIL PROVIDED MATCHES THE EMAIL ON YOUR CONTRACTOR'’S LICENSE FOLLOW THE
INSTRUCTIONS BELOW. IF NOT SKIP TO PAGE 3.

4. Step 2: Contact Information
I.  If the email provided matches the email associated with your contractor’s license, you will see the following
screen.
A. Click on the | Register as this Licensee | button.

Step 1: Step 2: Step 3:
Create Account Contact Information Registration Complete

Contact Information

The email address you provided matches the email address of one or more businesses or contractors in our system. If you would like to register as one of these

DO NOT businesses or contractors, click on the license in the list.

REGISTER AS A
Test pontractor 2 LLC (CB) Click on the

NEW CONTACT. 9500 G Center Br / "Register as this Licensee" button
[ s s Lerogl

DO NOT CLICK @

THIS BUTTON.

—I If you do not wish to link an existing license to your portal account, click the ‘Create a New Contact' button, to enter new contact information.

->

Previous Step:Create Account

5. Link your account to your Contractor License
A. A screen will appear asking if you want to link your portal account to your contractor license. Click OK.

Contact Information

Create Account %

Create a CityView Partal Account linked to Test Contractor ?

é oK H Cancel B
36

6. Step 3: REGISTRATION IS COMPLETE!
The following message will appear on the screen if the registration is successful.

Step 1: Step 2: Step 3:
Create Account Contact Information Registration Complete

Registration Complete

Your new account was created successfully.

A confirmation email has been sent to test.contractor@gmail.com. Please allow up to 30 minutes for the email to arrive. Please click on the hyperlink contained in
the email to activate your account.

You will now receive a confirmation email to the email address associated with your contractor’s license. The email
will contain a hyperlink to activate your account. Click on the hyperlink and enter your login email and password to
activate your account. Make sure to check your spam or junk email folder if you do not receive the email.

**Please note that the email address used to register is also your login ID**
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IF THE EMAIL PROVIDED DOES NOT MATCH THE EMAIL ON YOUR CONTRACTOR’S LICENSE

4.

5.

Step 2: Contact Information

II. If the email provided does not match the email associated with your contractor’s license you will see the following

screen.

A. Select YES when the question “Are you trying to register as a contractor?” appears.
Enter your Licensee # (Contractor Number). This number starts with LCC...
Select the Search button.

B.
C.
D. Your business information should appear on the screen. Click on it to select it.

i. Note: If your business has not been licensed with the City of Thornton and is not in our system, you will

need to follow the instructions to register as a New Contractor.

Step 1:
Create Account

Step 2:
Contact Information

Step 3:
Registration Complete

Contact Information

Are you trying to register as a contractor?

| Yes ql No

Mre you trying to register as a contractor?

Gype in your contractor number }__ LCC201700596

Click on the license to create 2 porial account linked 1o that ense

Enter your license of issuance numbser:

Click in
the box

Test Contractor

2456 Sunbury Ln

Yes

Sesarch

To create new contact i ink to your City\iew Portal account, click the 'Register as MNew Contact bution.

Cancel Contact | DO NOT REGISTER AS A NEW CONTACT. IF YOU DON'T SEE YOUR

BEFORE YOU PROCEED.

b

CONTRACTOR INFORMATION ABOVE CHECK THE CONTRACTOR NUMBER

Link your account to your Contractor License

D. Ascreen will appear asking if you want to link your portal account to your contractor license.

Contact Information

Create Account X

Create a CityView Portal Account linked to Test Contractor ?

éOK

‘ ‘ Cancel

Click OK.
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6. Step 3: REGISTRATION IS COMPLETE!

The following message will appear on the screen if the registration is successful.

Step 1:

Step 2:
Create Account

Step 3:
Contact Information

Registration Complete

Registration Complete

Your new account was created successfully.

A confirmation email has been sent to test.contractor@gmail.com. Please allow up to 30 minutes for the email to arrive. Please click on the hyperiink contained in
the email to activate your account

You will now receive a confirmation email to the email address associated with your contractor’s license. The email
will contain a hyperlink to activate your account. Click on the hyperlink and enter your login email and password to
activate your account. Make sure to check your spam or junk email folder if you do not receive the email.

**please note that the email address used to register is also your login ID**

9500 Civic Center Drive, Thornton, CO 80229 Phone: 303-538-7250 Email: buildings@cityofthornton.net Website: www.cityofthornton.net
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